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1. Deputy Director's Subject File

~)

Consists of correspondence, cables, memoranda, studies, and other
material which document the policies, planning, and coordination of
the administrative support activities of the Agency., These are e
official files accumulated and maintained centrally for the Deputy
Director (Support) and his immediate staff. Filed by subject according
to the Agency File Manual,(1955-56), -

8.0 '
Permanent, Disposal not authorized., (Cut off at end of each
years transfer to the Records Center one year thereafter.)

2. Top Secret File pngh
Consists of correspondence, reports and other papers; ‘relateX to
m terial in other files butimaintained in a separate file because of

Top Secret security classification. Filed by document rmumber.,

1,0 : (1953-56)
Dispose of in accordance with disposition instructions for the
papers to which the T.S5, documents relate,

3¢ Convenience File %ﬁgg&%ﬁg)(Reaging@)

Consists of extra copies of all commmnications originated by members
of the DD/S Staff, Maintained for reference purposes, Filed chronolo-
gically,

3.k 1953-56
Temporary. Destroy after one year, (Cut off at end of each year;
destroy one year thereafter.)

he Project Files {See—Item—27of-PBE) . gg&:;ﬁ;; P

Consist of correspondence, memoranda, reports, e, and
various data relating to programs, projects and lans which require con- r
sideration and approval by the DD/S, Projects GEads §55,000 requize k. W
approval by the DDS; +those over that amount 3 i *OTL‘
“the—FRG-members, These files constitute the record copies for the DD/S g, ﬂﬁfﬂ'

5

Area, 1951-56, @“’W
- 367
Permanent. Disposal not authorized., Transfer to the Records Center
in annual blocks when no longer needed for reference purposes. ‘?
as Projects filed alphabetically by name. 2.6 '

be Those ngt identified with a Specific project
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5. Agency Issuances 2/

a, Consists of copies of Regulations, Notices and other published
issuances of the Agency, File is maintained for reference purposes for
the Deputy Director and his assistants, (Current).

1,2
Temporary. Destroy when superseded or obsolete,

be Copies of Statutes, Public Laws and Executive Orders relating
to Agency activities which are of specific interest to this Staff, Main-
tained for reference purposes.

o3
Temporary., Destroy when obsolete or no longer needed for reference

purposes.,

6e Daily Action Summaries ey

These are brief summaries of, a@@ outgoing correspondence ipcizmtrifna
GEhe _action takéﬁ—méifé’ﬁf"f%‘em)and disposition thereof, Summary
is prepared daily from previous day's mail logs and routing slips. Sum-
maries are used to keep the Staff posted of daily actions. Filed chrono-

logicallye
1954 - 56

[ ]
Temporarye. Destroy after one year. (Cut off at end of each years;

destroy one year thereafter).
B 3

.
7. Administrative Subject Files el

Consists of correspondence, foyms and other papers which accumulate
in the general administration and/operationsof the Deputy Director's
immediate office. Included are information copies of the daily diary,
machine listings of T/0, copies of personnel actions Form 52 s leave re-
cords, and other administrative matters, Filed by subject category.

195456
[ 4
Temporary. Destroy when obsolete ar no longer needed.

8¢ Communication Logs

Consistg of various posting media which serve as logs for recording
classified material received and dispatched by this Staff as required
by Agency security regulations., Filed by category,

as Top Secret Log
Retained signed copies recording receipt, internal movement and
disposition of T.S. material. Copy forwarded to Top Secret Control Offi-
cer, Filed chronologically, S
19535}
e
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w

ol Temporary. Disposal not authorized. Retain in current files
area indefinitely.,

be TeS. Posting Record., Form 60-75 which superseded a above. Docu=
ment receipts are attached to Posting Record when document leaves the
area, Filed by TS mmber, 1955-56

ol Temporary., Disposal not authorized, Retain in current files area
irdefinitely, '

ce A 3x5 card index to the T.S., Posting Record file shese, Filed
by source,
1955-56

o1 Temporary., Disposal not authorized, Retain in current files area
indefinitely, '

od Secret and below
- Maintained on administrative type material which usually does
not require a follow-up. Filed chronologically.,

700,,, JJ%,}%S- mm@@m (Cos Eé o A Lndl 2/ Ravel ) oAb,
e

File¢’ and m Slips éF orm 35-1) recording receipt and dispatch
of classified material. Used as a log and control system for expediting
or locating documents,

olt . 1855-56
Temporarye Destroy after one year. (Cut off at end of each years
destroy one year thereafter,)

9¢ Courier Classified Mail Receipts
Consistg of copies of receipts for classified mail signed &2 by
couriers for delivery to addressees. ¥iled chronologically.,

1955-56

o5 Temporary. Destroy after one yéar, Maintain 12 months levels
destroy oldest month upon filing of latest month's receipts,
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RECORDS DISPOSITION AUTHORITY

Records Control Schedule No. 14-56 for the
Deputy Director Support is approved and
authority hereby given to implement the

disposition instructions contained thereon.

Preparation and Review

Approval

S_ e Ve e JISL
,/ Date

Chiel, Records Dl:spOSltl:I
~ Branch |

/\{bj;/ 155¢
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SCHEDULE NO.

possoddele

RELORDS, CANFRORAEIED Yobs/11/21 - CIATREET-004

OFFICE, DIVISION, BRANCH

SIGNATUR

Deputy Director (Support)

TITLE

] Shy/sZ

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

(CUBIC FT.)

VOLUME

[ 4L 7
DISPOSITION {NSTRUCTIONS

DEPUTY DIRECTOR'S SUBJECT FILE

Consists of correspondence, cables, wemoranda
studies, and other material which document the
policies, planning, and coordination of the
administrative support activities of the Agency.
These are official files accumulated and mwaeintainefi
centrally for the Deputy Director (Support) and
his immediate staff. Filed by subject according
to the Agency File Manual.

(1955-1956)

TOP SECRET FILE

Consists of correspondence, reports and other
papers which relate to materisl in other files

but is maintained in a separate file because of
Top Secret security classification.
document number.

Filed by
(1953-1956)

CONVENIENCE FILE (Reading)

Consists of extra copies of all communications

originated by wembers of the DD/S Staff. Maintaineg
for reference

purposes. Filed chronologically.
(1953-1956)

8.0

1.0

3.k

-FORM NO.

USE PREVIOUS
1 JAN 56 '39

EDITIONS.

RPPTOVEt

Permanent.

Disposal not authorized.
(Cut off at end of each year; transfer
to the Records Center one year thereafter.)

Dispose of in accordance with disposition
instructions for the papers to which the
T.8. documents relate.

Temporary. Destroy after one year.

(Cut off at end of each year; destroy
one year thereafter.

P
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ITEM NO.

FILES IDENTIFICATION

VOLUME | DISPOS ITION INSTRUCT IONS

3

b,
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SECRET

Consist of correspondence, memoranda, reports
approvals, and various data relating to programs,
projects and plans vwhich require consideration
and approval by the DD/S. Projects up to $25,000
require approval by the DDS; those over that
amount are referred to the Project Review
Committee for approval. These files constitute
the record copies for the DD/S Area.

(1951-1956)

a. Projects filed alphabetically by nawe.

PROJECT FILES

b. Those not identified with a Specific
project are filed chronologically by date

AGENCY ISSUANCES FILE

a. Consists of copies of Regulations, Notice
and other published issuances of the Agency.
File is waintained for reference purposes for the
Deputy Director and his assistants.
(Current)

b. Copies of Statutes, Public Laws and
Executive Orders relating to Agency activities
which are of specific interest to this Staff.
Maintained for reference purposes.

DP78-00ﬂ87A0001001300046

» Permanent. Disposal not authorized.
Transfer to the Records Center in
annual blocks when no longer needed
for reference purposes.

2.6

3 1.2 Temporary.

or obsolete.

Destroy when superseded

.3 Tewporary. Destroy when obsolete.
or no longer needed for reference
purposes.
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6 DATLY ACTION SUMMARIES T
These are brief summaries of the action A Temporary. Destroy after one year.
taken by wembers of the staff on outgoing (cut off at end of each year; destroy
correspondence and disposition thereof. Summary one year thereafter.
is prepared daily from previous day's mail logs
and routing slips and is used to keep the Staff
posted of daily actions. Filed chronologically.
(1954-1956)
T ADMINISTRATIVE SUBJECT FILES
Congists of correspondence, forms and other .6 Temporary. Destroy when obsolete
papers which accumulate in the general administra- or no longer needed.
tion and in conducting daily the operations of
the Deputy Director's immediate office. Included
are information copies of the daily diary, machine
listings of T/O, copies of personnel actions Form
52, leave records, and other adwinistrative
watters. Filed by subject category.
(1951+-1956§
8 COURIER CLASSIFIED MAIL RECEIPTS
Consists of copies of receipts for classified 5 Tewporary. Destroy after one year.
mail signed by couriers at time waterial was Maintain 12 months level; destroy
picked up for delivery to addressees. Filed oldest month upon filing of latest
chronologically. month's receipts.
(1955-1956)
SLwTr
Malyidet
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
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9 | COMUNICATION LOGS Ta Ty
i

Consists of various posting wedia which
serve as logs for recording classified material
received and dispatched by this Staff as required
by Agency security regulations. Filed by

category.
' a. Top Secret Log.

Retained signed copies recording receipt, .1 Temporary. Disposal not authorized.'
internal movement and disposition of T.S. Retain in current files area indefini-
material. Copy forwarded to Top Secret tely.

. Control Officer. Filed chronologically.

R (1951-1954)
b. T. S. Posting Record. Form 60-75 which .1 Tewporary. Disposal not authorized.
superseded a above., Document receipts are Retain in current files area indefinitely.

attached to Posting Record when document
leaves the area. Filed by TS number.

(1955-1956)

c. A 3%x5 card index to the T.S. Posting .1 Temporary. Disposal not authorized.
Record file. Filed by source. Retain in current files area indefinitely.

(1955-1956)

d. Secret and below.

Maintained on administrative type 1 Tewporary. Destroy after one yesr.
material which usually does not require a (Cut off at end of each calendar year;
follow-up. Filed chronologically. destroy one year thereafter.)

(1955-1956)
*’. e. File and Routing Slips (Form 35-1) b Temporary. Destroy after one year.
) recording receipt and dispatch of classified (Cut off at end of each year; destroy
material., Used as a log and control system one year thereafter.)

for expediting or locating documents.

(1955-1956)

| SECRET
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